
INSTRUCTIONS: See Publication i o .  76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30354, 
Attention: Scheduling Section. . ' 

~ - 
Date Completed 

AUG 5 1981 ( s E P  1 1981 '\ 
~~~~~ -~ ~ ~ ~~ ~ 

FOR AGENCY USE 1. Agency Address 
ipplication Date Comptroller General  

S t a t e  F i r e  Marshal ' s  O f f i c e  
Inspec t ions  Div i s ion  
Room 454, MLK, Jr. D r .  
A t l a n t a ,  GA 30334 

\pplication Number 

~~. _-_p~~~~_~ 

~~ ~ ~ - ___ 
!. Person to Contact Working Title Telephone Number 

Joe  T h i e l  A s s i s t a n t  S t a t e  F i r e  Marshal 656-7087 
- ~ . _ _ ~  .~ - - ~~p p___- 

I 
#. Action Requested .A 

a. eS Establish Retention Schedule; rbcord will continue to accumulate. 
b. 
c. 0 AmeZdApplication No_,- CheckOne: fl Change; 0 Supercede; 0 Void 

U Dispose of present accumulation; no further accumulation anticipated. 
~. ~~ 

5. Records Series Title (followed by title used in office; if different) 

To D a t e  7 Building Inspec t ion  _ _ ~ _ .  & Certificate __ of,Occupancy F i l e s  ____ 

1. Dates of Series 
!artiest Latest 

19 54 
i. Division and Office Function What is  the function of the Division and the Office in which this record series is created? 

This  o ' f f i c e  i s  r e spons ib l e  f o r  i n s p e c t i n g  e x i s t i n g  b u i l d i n g s  a 
and reviewing p l ans  f o r  new c o n s t r u c t i o n  and main ta in ing  copies 
of p l ans .wh ich  f a l l  under t h e  1 9 4 9  Georgia S t a t e  Fire  Law. Th i s  
o f f i c e  ma in ta ins  f i l es  on a l l  i n spec ted  bu i ld ings .  The f i l e s  
con ta in  c o n s t r u c t i o n  p e r m i t s ; c e r t i f i c a t e s  of occupancy, incom- 
i n g  correspondence and outgoing correspondence, p l ans  of cor- 
r e c t i v e  a c t i o n ,  b u i l d i n g  records, and i n s p e c t i o n  r e p o r t s .  The 
F i r e  Marsha l ' s  O f f i c e  is r e s p o n s i b l e  f o r  s ee ing  t h a t  b u i l d i n g s  
f a l l i n g  under i t s  j u r i s d i c t i o n  con t inue  t o  comply wi th  t h e  1 9 4 9  - 

Georgia S ta te  Fire Law, Rules and Regula t ions ,  and a p p l i c a b l e  
codes. 

~- ~ ~~ ~~ ~~ __ 
7. Record Series Description 'This f i le  contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
Documents relating to: Inspec t ing  and c e r t i f y i n g  t h a t  bu i ld ings  i n  Georgia 

comply wi th  Georgia F i r e  & Safe ty  Law. 

Included are: C e r  ti f i ca t e o f Occup ancy .(Form #FM33) 
"Cons t ruc t ion  Pe rmi t "  (Form # F M  31) 
" Inspec t  i on  Report 'I (Form # F M  76)  
A s - B i d  Cons t ruc t ion  P lans  . 

A l s o  inc luded  may be related correspondence. 

File is arranged: By ass igned  code number .. 
. __ ~ . ~ . . . ~  ~~ ~ - ~ 

. . .~. 
I ~- 

How often are records referred to which are: 
'1 

B. Monthly Reference Rate 

One to six months old ; Seven to twelve months old ; Thirteen to w Ity-four months old 

~ 
twenty-five ~~ months and older A -? ~~ 

9. Annual Rate of Accumulation of Records 

Letter-size drawers - ~ ~~~ ---; Legakize drawers % ; Shelves -. ___; Other (spkify) - ~~ ~ ~ 

- ~~ ~~~~ ~~~~~~~ ~ ~~ ~~ 

R--50-71; Rev. 76 IOvsr) 



, 
____ 

~~ 

tai.nxdLn this serieskvereubliM7 . !f yes,attachMzpy,-- 
tained in this series ever analyzed and/or recorded in a summarized report? ._~. ~- _______ - ~. 

ere a duplication of this series in your office, or in another office or agency? 
=~~ 

his seri& l ~ r  a ma& portion d l r h e g & x ! y m L c ~ U  
~~~ 

recmdseries result in a mmputeur.intwt2 ~ ~~~ ~- ~ 

3 

11. Retention Requirements ah  i The following requires the series to be kept: 

-.~-___ years. ~~~. d. Audit period - years. - 0 -  
NU years. ~ e .  Administrative need %zman_e~ent- yeais. 

- _ . -  a. State Law 
b. Statute of limitation ’ - -~ 
c. Federal law - o---- years. f. Federal retention instructions - O--.-years. - 
Attach copy or exert of laws or regulations. Explain administrative need. 

.. 

-~ ~ -__ - .~ 
12. Approved Disposition Instructions This agency recommends that the f i l e  se:& be cut off at  the end of each: 

. 0 Calendar Year;’ 0 Fiscal Year; H Other T h u r s d a y  -----then, 

Hold in the current files area - month(s1 , 

0 Transfer to local holding area; hold ----.year(s); then 
0 Transfer to State Records Center; hold --year(s); then 
0 Destroy. - 
0 Transfer to State Archives for permanent retention. 
6l Other /Soecifvl 

year(s1; then 

, 

. - 

Microfilm : Hold updateable microfiche jacket and dperture cards in 
current files area until building is razed or a change ii 
occupancy classification occurs; then destroy and start 
new file. 

. 

Tb 

- .  

Paper F i l e :  

Roll Microfilm: Cut-off file every three months ana transfer to State 
Archives for security storage: D i r e c t o r  of Engineer ing-wi l l  
review r o l l  microf i lm every 25 yea r s  and des t roy  o b s o l e t e  f i lm .  

je instrudions apply 

Transfer  t o  F i r e  Safe ty  S p e c i a l i s t s  ( f i e l d  i n s p e c t o r s )  upon 
v e r i f i c a t i o n  of microf i lm - hold 1 year o r  u n t i l  no longer  
needed f o r  r e fe rence ;  then des t roy .  

a l l  prior and future accumulations of the series. 

Date 

Recommendations in para- 
lraph 12 are approved. 
‘If disapproved, attach letter 
,f explanation.) 


